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Reference Check Template

	Applicant name:
	Reference Contacted:



	Position applied for:
	Position with past company:



	Date:
	Past Employer:



	Reference check performer:
	City and Province:



	Phone:
	Phone:




Introduce yourself (name, position, and company). I would like to confirm some information provided to us by (applicant’s name) who is applying for employment with our company. I can call back so you have some time to gather the information or you can call me back if you prefer.
1. What time frame was (applicant’s name) employed at your organization?
2. What position did (applicant’s name) hold and what type of work was it?
3. Can you comment on the following?
a. Attendance
b. Quality of Work
c. Willingness to Take and Meet Responsibility
d. Ability to meet deadlines and work in a stressful environment

4. How well does the {applicant’s name} work in teams as well as individually?

5. When compared to others in similar roles, how would you rate the candidate’s performance on a scale of 1 to 7, with one being low and 7 being high?

6. When compared to others in similar roles, how would you rate the candidate’s attitude on a scale of 1 to 7, with one being low and 7 being high?

7. What were his/her particular strengths?

8. What areas did you feel needed improvement?

9. Why did {applicant’s name} leave the company?
10. Would you rehire him/her if you had the opportunity?
11. Is there anything else I should be aware of or you would like to add?
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